
[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Archival Documentation  

I hope this letter finds you well. I am writing to request archival 

documentation related to [specific topic or event] that occurred on [date 

or time period]. This information is crucial for [brief explanation of 

the purpose, e.g., research, historical analysis, compliance].  

Specifically, I am looking for the following documents:  

1. [Document Type 1]  

2. [Document Type 2]  

3. [Document Type 3]  

If available, please include any related metadata or context that may 

assist in understanding the documents. I understand that there may be a 

process or fee associated with obtaining these records, and I am willing 

to comply with any necessary protocols.  

Thank you for your assistance. I look forward to your prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title]  

[Your Organization] 


